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OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARGHIVES AND ST aORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publicatidh No. 76—BM—1 for instructions on completing this form. Forward signed origif:‘tal to

Department of Archives and sttor‘y, Records Management Division, 330 Capitol Avenue, Atlanta, Georgdia, 30334,
Attention: Scheduling Section.

&

a ’ :
FOR AGENCY USE 1. Agency Address ' ' FOR RECORDS MANAGEMENT USE
‘1 Application Date " Department of Natural Resou?cas Application Number - _ v
Nov.3, 1973 . OAS - Cash Management® -3 2F
Application Number 270 Washlnzton, Street, S. W. Date R;Z? D 05' leted
PP Atlanta, Georgia | NV o ate Complete
I . . 4" % 1978 |DEC 64978
2. Person to Contact : Working Title Telephoh; Number
, Larry Travis Senior Accountant 656-4356
3. Action Requested . o i

a. [ Estapush Retention Schedule: |:£cord will continue to accumulate.

b. (O Dispose of present accumulation; no further accumulation anticipated.-- ‘
¢. . O Amend Application No. Check One: 0 Change; C] Supercede: O Voad

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest : _
197 8 l PARKS INVENTORY ‘I'ILES '
6. Division and Of'fice Function What is the function of the Division and the Office in which this record series is created?

Office of Administrative Services:

provides centralized administratlve services for the Department
in the areas of accounting, personnel, and general services
which includes budgeting, 'purchasing, property control.records
management, and general office services.

Cash Management:All State Parks' revenue is received and processed

- by thils office. The Profit and Loss Report 1s
compiled from these Inventory Files. '

1

This file contains the fellowing- docurnents finclude form numbers and titles, if any):
Attach samples of the file, :

7. Record Series Description

Documents relating to:

Quarterly 1nventory taken by each Park on 1tems Lo )r
purchased by the park for resale in concessions, park stores, etc.
Included are: ""Physical Inventory S$heets .(Form 8-A)," containing park: name

and number, date inventory taken, item description, number of umnits,
and other related information.

File is arranged: Alphabetibally by _Park

8. Monthly Reference Rate

One o six months old _30r&
_twenty -five months and older

-‘,-,__

_How often are records referred to Wthh are:

; Seven to twelve months old _E_QIL_3_ Thirteen to twenty- four monthsold __ 2 _;
9, Annual Rate of Accumulitlon of Rer:ords B

7 'Lette_r-size‘ drawers Legal alze drawers ___._.____.. ;Shelves . ; Other (specify)

AR-50-71; Rev.76 R
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YES | NO 10 Questionnaire __{Place an "'X"* in the proper column)

=%

: a. lIs this the official copy of the series?
X If not, where is it?

b. Does the senes contain ooFfldentlal information requiring security hand!mg? If yes, cite law or reguiation.

A

¢. |s this a vital record?

d. Does this series have historical or long term research value? ;

documents be scheduled separately?

e. When one or two documents in the fpe make it necessary to keep the entire file for a long period, could these

s[5 [

£, Isth tmmnmmwmmmﬁmch capy,

g. Ts the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy,

h. Is there a duplication of this series in your office, or in another office or agency?
Az If yes, !ﬂt!’le_ﬁ?_

Y
L Is this series (or a major portion of itl regularly microfilmed?

X i._Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

a, State Law 1f years, d. Audit period

-.years,

b. Statute of limitation years, e. Administrative need

years.

years.

¢. Federal law . ‘ , years. f. Federal retention instructions

-
Attach copy or excerpt of laws or regulations. Explain administrative need,
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12. Aporoved Disposition Instructions  This agency recommends that the file series be cut otf at the end of each:

then,

EJ Caiendar Year,)l(‘_] Fiscal year; O Other
TR N 1 T tora™ A2 T

X1 Hold in the current files area manth(s} ﬂlﬂ {ear(s) then L e g

Q Transfer to local holding area, holdmyear(s) then. . .- .. L ‘ LT,

X Transfer to State Records Center:hold — 1 __vear(s): then o o

X3 Destroy.

0 Transfer to State Archives for permanent retention.

O Other (Specify) : x

These instructions apply to all prior and future accumulations of the series.

Agency HeadlDésignee (_.S‘@nature) " Date Records Management Officer (Signature)

Date

Lowy A Toaw  thlor | Zonis 70

a4

Date

State Records % ittee (Signaturel
Recommendations in para-

J2.C-2Y |

graph 12 are approved. State Auditgr/Designee - w

J2-Y%-7%

(If disapproved, attach fetter
of explanation.) Secretaqg;k/ Designee
7

Ny

Attorney General/Designee /
AR—50—-71; Rev. 76 . (Revarse Side)




